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Getting Started

Introduction
Thismanua provides indructions on how to usethe Electronic Filing System to file documents
with the court, or to view and retrieve docket sheets and documents for al cases assgned to this
system. It assumes aworking knowledge of Netscape and Adobe Acrobat. For questions
regarding Netscape or Adobe Acrobat, please refer to their instruction manuals.

Help Desk

Telephone the Court’ s Help Desk at 1-800-355-8498 between the hours of 8:00 A.M. and
4:45P. M., Monday through Friday, if you need assistance.

Capabilities of System

The eectronic filing system alows registered participants with Internet accounts and Netscape
software to perform the following functions:

*  Accessthe Court’s web page

*  Download the most recent verson of the User’s Manua

*  Tran personnd on atraining system comparable to the officid “live’ system

»  Eecatronicdly file pleadings and documentsin actud (“live’) cases

* View officid docket sheets and documents associated with cases

*  View various reports (e.g., Cases Filed Report, Calendar (for casesfiled dectronicaly) )

*  Download Netscape Browser and Portable Document Format (PDF) configuration
information
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Requirements
Hardware and Software Requirements

The hardware and software needed to eectronicaly file, view and retrieve case documents
arethefollowing:

* apersond computer running a standard platform such as Windows, Windows 95 or
Macintosh

e anlInternet provider using Point to Point Protocol (PPP)
*  Netscape Navigator software version 3.0 or higher*

»  Adobe Acrobat software to convert documents from aword processor format to
portable document format (PDF)

e ascanner to transmit documents that are not in your word processing system

Note:  For additiona information and known problems, refer to Technica Notes
(Appendix I).

*  Due to security, a session can only be established using Netscape Navigator 3.0 or
higher. DO NOT USE AmericaOn Lin€ sverson of Netscape Navigator, or averson
of Netscape Navigator lower than 3.0.
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How to Register for Access

Participants who have never used the system must telephone the Court to obtain a registration
form if the participant has not dready obtained one and to discuss the system requirements
and the court’ s training ass stance.

Toll Free Help Desk 1-800-355-8498

or
Cleveland 216-522-4355
Akron 330-375-5764
Y oungstown 330-746-1726
Toledo 419-259-6412

The completed regigtration form must be returned to the Digtrict Court Clerk’s Office, 201
Superior Avenue, NE, Cleveland, Ohio 44114 for processing. Only after a user account has
been established based on the regigtration form, is the participant issued alogin and
password that will provide accessto the system.

A training verson of the system is provided on the Internet at http://ecf.ohnd.uscourts.gov for
practice purposes and must be used prior to receiving alive login and password.

Note: A different set of loginsand passwords areissued for thetraining and live
systems.
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Preparation
Setting Up the Acrobat PDF Reader in Netscape 3
In order to view documents filed on the system, users must set up an Acrobat PDF reader.

All pleadings are in PDF format. When ingaling this product, please review and follow
Adobe s directions to utilize an Acrobat PDF reader after

inallation:
B etecape - [ShewIndenx] =1=] x|
|Fi||-c il Wi &0 Bouboewks Splives Dicechoe @il Help

:% Gehencl Pre-erences. .
Mail and Meas Preferences...
Metwork refzrences..,

Eeeurity [refzrences..,

W Zhow “oolaer
¥ Chow Locotion
* Shww Diecluey Bu lors

Show Jawc Conzalz

* A u Lood Tnoges

Coocurmenl Encuir g ¥

* Atthesysemlogin screen, select the " Options” pull down menu item from the top of
the screen

o Sdect the " General Preferences’ option

."-"'\-'.-'r-ul M-nk | I'.r'\r.'l I | Soopr Fohae I a'g.-h:-hl

Ful, = i Fda - nz

A e T e sme lmac hexd hexar—n s
maplisacis i s—svs =
F) 5 L R
applioacisndy coxr

R TI B R T I:e_

hes=s h=ul v I Thw==T h=ul, h=u
ragsSpoaie [rox==r j
Fo:dldz g gdeedrn

o, -

FuFda:m: | F

iin £ w5 b Fioma: ofecnillc. Tl Finodoca:

O wed | oAy e

}.{L‘:'&m:a:’:tﬂ:d\:rA:l:\H:l’:.’.:m Fir.a |
| e ||

e Click onthe"Helpers' tab at thetop of the " Preferences’ screen
Aligof " File Types' appears

*  Scroll down and select the " application/PDF" filetype
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* Clickonthe" Browse" button and select the directory which contains Adobe Acrobat

*  Withinthat directory isafile name called " acroread.exe.” Sdectit and click onthe
" OK" button to exit

The setup process is now complete.

Portable Document Format (PDF)

Only PDF (Portable Document Format) documents may be filed with the court using the
court’s Electronic Filing System. Be sure to view the PDF formatted document before sending
it to ensure that it gppearsin its entirety and in the proper format (refer to Technical Notesin
Appendix | for known problems) .

How to View a PDF File

Start the Adobe Acrobat Exchange program.
* GototheFilemenuand choose Open.
»  Click on the location and file name of the document to be viewed.

* If the desgnated location is correct, and the file isin PDF format, Adobe Acrobat
Exchange loads the file and digplays it on the screen.

» If the displayed document islarger than the screen or consists of multiple pages, use
the scroll bars to move through the document.

*  Click onthe View menu for other options for viewing the displayed document.
Choose the option that is most appropriate for the document.

How to Convert Documents to PDF Format

Conversion of any word processing document to PDF Format is required before
submission to the court’s dectronic filing system.

The conversion processis relatively smple and can be accomplished in one of two ways
depending on the word processing program you are using.
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For WordPerfect:

Open the document to be converted.

Sdlect the Print option and in the didog box sdlect the option to change the
selected printer. A drop down menu with alist of printer choicesis displayed.

Sdect Adobe PDFWriter 3.x.

“Print” thefile. The file should not actudly print out; instead the option to save the
file asa PDF format file appears.

Namethefile, giving it the extendon .PDF .

Accept the option and the file is converted to a PDF document.

For Microsoft Word 95 or later:

Open the document.
Click on the File menu and sdlect Create Adobe PDF.
Savethefileasa PDF file, giving it a .PDF extension.

Thefileis now in Adobe PDF format under the newly designated name, and the
origind document remainsin itsorigind form under the origind name.

Any other word processing program:

Open the document to be converted.

Sdect the Print option and in the didog box select the option to change the
selected printer. A drop down menu with alist of printer choicesis displayed.

Select Adobe PDFWriter 3.x.

“Print” thefile. The file should not actudly print out; instead the option to save the
file as a PDF format file appears.

Namethefile, giving it the extension .PDF .

Accept the option and the file is converted to a PDF document.

Depending on the word processing program being used, it may be necessary to
find the printer selection option elsewhere. At that point, changethe printer to
Adobe PDFWriter. 3.x, and follow the directions above.
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Basics
User Interactions
There are three genera types of user interactions alowed by the system:
*  Entering data
*  Using command buttonsto tell the systlem what to do next
»  Clicking on hyperlinks

Command buttons and hyperlinks are used to ingtruct the system what to do next.

Conventions used in this Manual:

» Datato be entered by the user is shown enclosed in angle brackets: <datato be
entered>.

*  Command buttons are represented in thismanua in [bracketed boldface type].

»  Hyperlinks are represented in under lined boldface type.

(Note: the most commonly used hyperlink, Main M enu, appears near the top of most
screens just below the Netscape menu buttons.)

Documents Filed In Error
A document incorrectly filed in a case may be the result of posting the wrong PDF file to
adocket entry, or sdlecting the wrong document type from the menu, or smply entering
the wrong case number and not catching the error before the transaction is compl eted.

To request a correction, telephone:

Toll FreeHelp Desk 1-800-355-8498
or

Cleveland 216-522-4355
Akron 330-375-5764
Y oungstown 330-746-1726
Toledo 419-259-6412

as soon as possible after an error isdiscovered.  Be sure to have the case number and
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document number for which the correction is being requested. If appropriate, the court
will make an entry indicating that the document was filed in error. Y ou will be advised if
you need to refile the document. The system will not permit you to make changes to the
document(s) or docket entry filed in error once the transaction has been accepted.

Viewing Transaction Log

Thisfeature, sdected from the Repor ts M enu, alowsyou to review dl transactions
processed with your login and password. If you believe or suspect someone is using
your login and password without permission, telephone the Court’s Help Desk at 1-800-
355-8498 as soon as possible.

User’s Manual

The mogt recent version of the User’s Manud for the system isdways avallable a
http://ecf.ohnd.uscourts.gov in PDF format.
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A Step-By-Step Guide

Bdow isagep-by-step guide for entering the system, preparing adocument for filing, filing a
motion or application, and displaying a docket sheet. We suggest that you go through the steps
on the training data base before trying to actudly file a document.

How to Access the System

Users can get into the system via the Internet by going to:
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* Alogin and password is required to file a document in the live system and in the training

area. Select either the Document Filing System or
Document Filing System - Training Area. Note Thisinformation is current and is

available for viewing immediately after the transaction is completed.

or

*  You may view the Public Case Information, which will alow you to view docket sheets
whether or not you have alogin and password.
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Logging In
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The next screen isthelogin screen.

»  Enter your Login and User Password in the appropriate data entry fields. Then click on
the button to transmit the information to the system. If an error is made before
you' ve submitted the screen, the button alows you to clear the Login and Key
entries so they may be re-entered.

e If aninvaid combination has been submitted, the system responds with an error message.
Clickon , then re-enter your login and password.

» Theentry of avaid login and password combination prompts the system to display the

Court Page.
Once the Court Page appears, choosefrom alist of hyperlinked options
on the top bar.
Internet  Court Page Civil Reports Logout
Access Events
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Thisisthe Court Page screen.
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The following text appears benegth the above screen:

Thisfacility isfor Official Court Business only. Activity to and from this siteis
logged. Document filings on this system are subject to Federal Rules of Civil
Procedure # 11. Evidence of unauthorized or criminal activity will be forwarded
to the appropriate law enforcement officials.

Welcome to the U.S. District Court for the Northern District of Ohio Electronic
Document Filing System. This page isfor the use by attorneys and firms
participating in the electronic filing system. The most recent version of the
Netscape browser and the Adobe PDF reader can be obtained by selecting the
Netscape/PDF Settings option listed below.

You should become familiar with the navigational capabilities of your Netscape

browser. Most screen displaysin this system are split to provide a small top frame

for Netscape. Review Netscape's frame capability for new navigation tips.
Netscape/PDF Settings

Last login: 01-21-1999 08:36
7December1998

Note that the date you last logged into the system gppears at the bottom |€eft of the
the above screen. 'Y ou should review this information each time you login for security
reasons. |If you believe your last login date and time are incorrect, or suspect an
unauthorized party is using your login and password, please telephone the Court’s
Help Desk at 1-800-355-8498 as soon as possible.
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Civil Events Selection

InternetCourt Page  Civil Reports Logout
Access Events

This option permits the filing of documentsin a case.

There are four basic gepsinvolved in filing a document:
(1) selecting a document type (see list on page 37);
(2) entering the case number for which the document is to be filed;
(3) secting the parties filing the document; and

(4) specifying the PDF file name for the document to be filed.

Each screen has the following buttons:

o« | Next | or [ submit | accepts the entry just made and displays the next entry screen, if
a.

. clearsall characters entered on that particular screen.

Correcting a mistake:

Usethe - button located in the top left corner on the Netscape screen segment

to go back and correct an entry made on a previous screen. However, once the
document is transmitted to the court, only the court can make changes or corrections.
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Open a Case

Ordinarily, acomplaint should be filed conventiondly. If you want to submit a complaint
electronicdly, please telephone:

Toll Free Help Desk 1-800-355-8498

or

Cleveland 216-522-4355

Akron 330-375-5764

Y oungstown 330-746-1726

Toledo 419-259-6412
Filing Fees

For filings thet require afee, payment must be made with the financid officer of the Office
of the Clerk prior to the ECF filing.

Filing a Motion or Application
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o  Sdect Civil Events from the bar at the top of the Main Menu.

. Click on Motions.
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File a hMotion

CAEw Numbar

I Enter a casc muttber in dhe farmar 95- 12543,

*  Enter the case numbaer.

If the number is entered incorrectly, click to re-enter.

or
If the computer prompts that you entered an invaid case number, click on BACK to
re-enter.

«  When the case number is correct, click on [Next].

*  Recheck whether the case number is correct. If it isincorrect, click on BACK to
re-enter the case number.

If it is correct, scroll down to the bottom part of the screen and

click on [Next].

If you checked the box next to Joint filing with other attorney(s) the following screen will dlow
you to sdlect any additiond attorneys on whose behaf you are filing this document.
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Click on the additiond attorneys name

or

To sdect multiple attorneys, press & hold down the Ctrl key,
& click on the attorney(s).

Click on to proceed.
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1+ Halzcape - [Mosthern Diztrict of Ohio Traming System]
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This screen prompts you to select or add the name of the party for
whom you are filing the motion:

Click on the down arrow to the right of the box to scroll through
theligt. If the name you're looking for appears, click onit.
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If you previoudy sdected Joint filing with other attorney(s), this screen will dlow you to add
the attorney as counsd for the selected party. If no association isto be created, click on
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If the name does not appear, click on Add/create new party.

Typethefirg letter for a company name or, for an individud, the first |etter of the party’s
last name.

Click on [Seach].
The computer displays alist of party names in the aphabet range selected.
If the name of the party appears, sdlect it.
Scroll down using the arrow in the lower right of the screen.
Click on the white box benesth Select Party'srolein thisfiling and click on the
correct role.

Click on [ext].

If the party's nameis not on the list, click on | Create New Party |.
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Enter the information requested.
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At the bottom of the screen, click on [Stbmit ].

*  Thenext screen prompts you to select the type of motion/application being filed:
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Use the up and down arrows to the right of the white box to find the type of motion or
application to be filed, and click on it.

To select multiple motions, press and hold down the Ctrl key, and click on the
gppropriate forms of relief sought.

Scroll down and dlick on

*  Thenext screen prompts you to select the PDF filename of the document being filed.

Thefile MUST bein a PDF format with a .PDF suffix. If not, it will not be
readable by the system.

If an atempt is made to upload a non-PDF file, or make a standard docket entry without
aso submitting a document, an error message will appear.

To view the pdf document before you submit it, click onthe RIGHT sde
of themouse. A menu will gppear, click on open.
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To submit a PDF document:
Enter the full path name of the document to be filed in the space provided,;
or,

Click on the [ Browse ] button to navigate to the appropriate directory and file to sdlect the
document. Two very important points must be noted here:

If the path name for the file is manualy entered, be sure to include the drive name, if
gpplicable, and the full directory path (e.g. c:\docs\answer.PDF).

To use the [ Browse ] option, use the mouse to sdlect the directory in which the PDF
verson of thefileislocated and then select the file to be uploaded.

«  If there are no attachments to the mation, click on :

» If thereisan attachment to the motion (e.g. brief in support, an exhibit, gppendix,
etc.:

»  Click on the box next to the words L ast Document (above the filename box) to
remove the check mark.

«  Click on [Next].

If there are attachments, an additiona screen isdisplayed (all exhibits must be
attached to the motion, application or notice of proposed order):
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*  Under Type of Attachment click on the arrow then click on the
Appendix appropriate type of attachment.

Errata
Affidavit
Exhibit
Index
Pleading
Revision
Schedule
Supplement
Volume(s)
Brief in
support

*  To describe the attachment more
fully, dick in the Description
box and type in the description.

*  For more than one attachment, click on the box next to Last Attachment to remove the
check.

» Attheprompt: Please select the PDF filename of the document you arefiling, type
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in the PDF name of the attachment, or click on to search for it.
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«  Scroll down and click on [Next].

» If there are additiona attachments, repest this sequence for each one.

e If your document relates to an existing document in the case, click on the box to the left
of Doesthisfiling refer to an existing document in this case?.
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If the document being filed refers to an existing document in the case, two additiond

screens are displayed:
*  Onthis screen sdect the type(s) of existing document(s) to which the one currently being
filed relates:
sleo|i] gle||g|a] e
L.:;'] Lz on [ vl A wm dakza ey e sa Al A - ALl I
'.-'hll'kr.ln'l = o | cmaddest | WA zack | pepr | tedez J
Tueamier Arihee LR R RN S CRN =
il

al

¢ o B AT TR

Scrall through the list of document types using the arrows, and click on the one that
applies.

To specify more than one existing document type, press and hold down the Ctrl key on
your keyboard as you click on the additional ones.

Scroll down and dlick on [suomit ].

*  Onthis screen, sdlect the specific existing documents to which the one currently being
filed relates:
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»  Scrall through the list and click on the box to the left of each pre-existing document
to which the current document rel ates.

«  Scroll down and dlick on [submit ].

Refining the description of the document:
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»  Click on the arrow next to the box on the left and select the correct prefix, if
necessary.
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Armonood
Armencment o
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Firghth
Emerng=zrcy
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First
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M ontaly

Mirith

Orrnibus

Fost -

»  Click on the white box to theright and type in any additiona description, if appropriate.

»  Continueto click on the blank boxes to add prefixes and descriptions of additional
motiong/applications, if the document contains more than one.

«  Click on [ submit].

» Givefind gpprovd to the entry y following ingtructions on the screen.
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*  Tomodify aprevious screen, click on &t the top of the - Netscape screen to find
the screen to be modified.

Revision Date: 9/17/99 28



U.S. District Court, Northern District of Ohio ECF Users Manual

«  Click on [ submit]. You must re-enter al screens from that point on.

*  Whenyou arive at the Final Approval screen, if the entry is correct, scroll down and
click on .

*  Toabort theentry, click on Civil Events to redtart.

After find gpprovad is given, the next screen displays the officid filing receipt.
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U.S. District Court
Northern Digtrict of Ohio
Notice of Electronic Filing

Thefollowing transaction wasreceived from McFarland, Martha on 3/14/1998

at 1:29pm EST

Case Name: Ross et al v. Stone Container Corp et al
Case Number: 4-96-00286-fjg

Related To Case Number:

Document Number: 50

Docket Text:

Ex Parte Motion for appointment of counsal suggestionsin opposition due by
3/30/1998. filed by McFarland, Martha of United States District Court on
behalf of Ross, Debra.(M cFarland, Martha)

Thefollowing document(s) are associated with thistransaction:

Document description:Main Document
Original filename | ./ECF/ROLESTerrym.pdf
Electronic document Stamp:

[STAMP MOWDStamp_| D=875559776 [Date=3/14/1998] [FileNumber =444-0]
[d7e

ceb4370d92055f0738df8e7f4a5dc2e07629edb5e36¢f 74222¢57€29b304815311d
224

782a19951f9b014b4cdeld0c2adbd7f549f 30c40e090clach905c7c]]

e Thisscreen gives you confirmation that the systemn has received the entry, and the document is
now an officia court document. It also tells you the date and time your transaction was
received by the court, and the number assigned to the document. For future reference,
please note this number on the PDF document file. Scroll down to view the entire receipt.

»  Toprint out the receipt, click on File at the top of the Netscape screen, and select Print
Frame.

» Tosavethereceipt, click on File at the top of the Netscape screen, and select Save Frame
As...

Note: It is suggested that paper copies of Notices of Electronic Filing be maintained at dl times so
that should questions arise, answers may be quickly obtained.
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e Tocontinuein the system, click on Main M enu.

* Toexit thesysem, click on LOGOUT or HOME, then click on FILE at the top of the
Netscape screen, and select EXIT.

Filing a Proposed Order

When submitting a motion or gpplication eectronicaly, the proposed order must be
submitted on paper to the judge' s chambers either prior to or a the time of a hearing or
before the date and time of presentment. The order should reference the motion,
gpplication or notice of presentment number obtained when the document was filed
electronicaly. A disk containing the proposed order in a WordPerfect compatible
format should be submitted to chambers together with the paper copy of the proposed
order. Write directly on alabe on the disk, the case number and the document
number of the motion or application to which the order on the disk relates.

Filing Other Types of Documents

To file adocument other than a motion or application, make the appropriate sdection

from the File A Document menu. The screensthat follow will be very smilar to those
described above for filing a motion.

E-Mail Notification When Documents are Filed

Attorneys associated with ECF cases will be automatically notified by e-mail and receive the

Notice of Electronic Filing when adocument isfiled in those ECF cases, provided they have
an Internet e-mail address.

If you wish to be notified of activity in other ECF cases to which you are not a party, select
Set Up Automatic Mail Notification from the Reports Menu.
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Fill in the appropriate blanks and press[ Next ]. You will receive the following
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confirmation.
Y ou will be notified of any activity in the cases you requested.

Displaying a Docket Sheet

Internet Court Page Civil Reports Logout
Access Events

Click on Reports at the top of the Main Menu page.
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Click on Docket Sheset.
In the white box, enter the case number.

I the number is entered incorrectly, scroll down and dlick on
to re-enter.

or
If the computer prompts that an invaid case number has been entered,

click on - at the top of the Netscape screen to re-enter.

Specify whether the entries should be displayed in ascending or descending document number

order by clicking in the appropriate circle.

Specify whether the entries should be displayed by filing date or entry date by clicking in the
appropriate circle.
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Scroll down and dlick on [[Run Report ].

The computer displays the docket shest.
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Y ou may scrall through by using the up and down arrows on the bar to theright of the

lig.

If you want to view an actual document described on the docket sheet, click on the

document number.

Y ou may print out the document by clicking on FILE at the top of the Netscape screen,
sdecting PRINT FRAM E, and completing the print didog box displayed.

File zat view Go Bockrars Optione Divectory Window  Help
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Mew 'web BErowser Ctelsl
Mew Mail message Ctrled
Mail Frame ..

Open Location.., Ctrl+L
Open Eile.. Ctr 0
Sawve Frame Ae=..

Wnlmad e

Page Setup ..
Print Frame... !
Print Previsw

iClose Cte
L it

To return to the docket sheet, click on - )

Y ou may print out the docket sheet by clicking on FILE at the top of the Netscape
screen, sdlecting PRINT FRAM E, and completing the print dialog box displayed.

To continue in the system, click on the desired option

Internet Court Page Civil Reports Logout
Access Events

To exit the system, click on LOGOUT or HOME, then click on FILE &t the top of the
Netscape screen, and select EXIT.

Displaying Other Reports

To view areport other than a docket sheet, make the appropriate selection from the Reports
Menu. The screensthat follow are very smilar to those described above for viewing a docket
sheet.
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Known Problems and Troubleshooting

Known Problems

Converting documents to PDF.
If WordPerfect 5.1 or 7.0 is used to write the document, and the document is more than
three pages, Adobe Acrobat will not convert al pagesto the PDF format. The
converted document will have missing pages. Use Adobe Exchange to ensure the
integrity of the converted PDF document.

Cannot login to the LIVE SYSTEM.

A session can only be established using Netscape Navigator 3.0 or higher. DO NOT
use AmericaOn Line s version of Netscape Navigator, or aversion of Netscape
Navigator lower then 3.0.

If you are using Netscape Navigator 3.0 or higher, and your password and login have
both been correctly typed, and you still cannot login to the system, please call the Court’s
Help Desk at 1-800-355-8498.

To ensure the documents tranamitted have arrived in their entirety, it isimportant to read
the document after it is received by the court. This can be done by viewing the docket
sheet for the case and selecting the tranamitted document. The number of the transmitted
document appears on your dectronic filing recept.

Troubleshooting Hints

If your login or password is not accepted, please ensure that they are typed correctly. The
logins and passwords are case-sensitive.
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ECF Document Type Tablesfor Attorneys

Motions

Motion for appointment of counsel

Motion for attorney fees

Motion for class certification

Motion for conference

Motion for contempt

Motion for costs

Motion for damages

Moation for default

Moation for default judgment

Motion for directed verdict

Motion for disbursement/distribution

Motion for extension of time to answer 3-
Party complaint

Motion for extension of time to answer
amended complaint

Motion for extension of time to answer
complaint

Motion for extenson of time to answer/reply to
countercim

Motion for extenson of time to answer/reply to
crosscim

Motion for extenson of time to answer/respond
to discovery

Mation for extenson of time to file brief on the
merits

Mation for extenson of time to file digpostive
motion

Mation for extenson of timetofile
response/reply

Motion for judgment as amaiter of law

Moation for judgment on the pleadings

Motion for leave for joinder

Motion for leave to apped

Motion for leave to apped in forma pauperis

Motion for leaveto file

Moation for leave to file amicus brief

Motion for leave to file discovery materid

Motion for leave to file excess pages

Motion for leave to proceed in forma pauperis

Motion for order

Moation for partid summary judgment

Moation for permanent injunction

Motion for preiminary injunction

Motion for protective order

Motion for publication of notice

Motion for reconsideration

Moation for relief from order/judgment

Moation for ruling

Moation for sanctions

Motion for summary judgment

Moation for temporary restraining order

Motion for writ of habeas corpus ad
prosequendam

Motion for writ of habeas corpus ad
tedtificandum

Mationin limine

Motion to appear pro hac vice

Motion to attend by telephone

Motion to bifurcate

Moation to changeltransfer venue

Motion to darify

Motion to compe discovery

Motion to consolidate cases

Mation to continue

Motion to dismiss case

Motion to dismiss cause of action

Mation to dism for lack of jurisdiction

Motion to dismiss party

Motion to disqudlify atty/law firm

Motion to disqudify judge

Mation to enforce judgment

Moation to enforce settlement

Motion to excuse

Motion to excuse appearance

Motion to intervene as a party

Moation to invest funds

Mation to lift stay

Motion to proceed in forma pauperis

Motion to proceed w/o prepayment of fees

Motion to quash

Motion to reassign case

Motion to recuse judicid officer
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Motion to remand case

Motion to remove from

Motion to sed case

Motion to sed document

Motion to set asde default

Motion to set asde default judgment
Motion to set aside order

Motion to show cause

Motion to stay

Motion to strike

Motion to subgtitute attorney
Motion to substitute party

Motion to supplement

Motion to tax costs

Motion to unsed case

Motion to unsed document

Motion to vacate

Motion to withdraw as attorney
Motion to withdraw document
Post-Judgment Motion for attorney fees
Post-Judgment Motion for costs
Post-Judgment Motion for damages

Answers and Responses

Post-Judgment Motion for
distribution/disbursement

Post-Judgment Motion for leave to apped in
forma pauperis

Post-Judgment Motion for reconsideration

Post-Judgment Motion for relief

Post-Judgment Motion for relief from
order/judgment

Post-Judgment Moation to dter/amend judgment

Pogt-Judgment Motion to clarify

Pogt-Judgment Motion to disqudify
atorney/law firm

Post-Judgment Motion to enforce judgment

Post-Judgment Motion to enforce settlement

Post-Judgment Motion to reopen case

Post-Judgment Motion to set aside default

Post-Judgment Motion to set aside default
judgment

Post-Judgment Motion to set aside judgment

Post-Judgment Motion to substitute attorney

Answer to Complaint

Answer to amended complaint
Answver to complaint

Answer to intervenor’s complaint
Answer to counterclaim

Answer to crossclaim

Answer to third-party complaint

Answer and third-party complaint
Answer and counterclam
Answer and crosclam

Responses and Replies to Motions

Reply
Response
Sur-Reply

Other Answers

Ansver
Objection
Objection to Report and Recommendation
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Service of Process

Return of service executed

Return of service executed by U.S. Marshd
Return of sarvice unexecuted

Return of service unexecuted by U.S. Marsha

Notices

Address change notice

Attorney appearance

Attorney subgtitution

Bill of cogts

Case Information Statement

Dedaration of untimely filing

Discovery Plan FRCP 26

Judgment Satisfaction

Notice of deposition

Notice of Discovery Dispute

Notice of Filing Bankruptcy

Notice of Filing Agreed ENE Ranking Info

Notice of Filing Agreed Mediaion Ranking
Info

Trial

Exhibit Lig
Exhibits
Findings of Fact
Jury Demand
Pre-Tria Brief

Other
Affidavit/Dedaration
Appendix

Errata

Letter

Service acknowledged
Subpoena returned
Waiver of summons returned

Notice of Filing Arbitration Info Sheet
Notice of Manud Filing

Notice of service

Notice of Suggestion of Degth
Notice of remova from arbitration
Position Statement re CMC Agenda
Report of Parties Planning Meseting
Request to Extend ADR Deadlines
Schedules Arbitration Hearing...
Schedules ENE Session...

Schedules Mediation Conference...
Settlement Notice

Status Report

Stipulation

Proposed Jury Instruction
Proposed Voir Dire
Statement of Facts

Trid Brief

WitnessLigt

Non-Appeal Transcript Order Form
Statement of Facts
Subpoena Returned
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UNITED STATESDISTRICT COURT
NORTHERN DISTRICT OF OHIO
ELECTRONIC FILING ATTORNEY REGISTRATION FORM

Thisform is used to register for an account on the Northern District of Ohio Electronic Filing System (the system).
Registered attorneys will have privileges to electronically submit documents and to view the electronic docket sheets and
documents. The following information is required for registration:

First Name:

Middle Name:

Last Name :

Bar ID Number: State:

Firm Name:

Address

Voice Phoné Number:

Fax Phone Number:

Internet Mail Address:

Attorneys seeking to file documents electronically must be admitted to practice in this Court. Are you currently admitted to
practice in the United States District Court for the Northern District of Ohio, Pursuant to Local Rule 83.5?
Yes: No:

By submitting thisregistration form, the under signed agreesto abide by General Order 97-38 In Re: Authorization for
Electronic Filing in Civil Litigation and all technical and procedural requirements as set forth in the Court’suser and
operational manuals. The combination of user id and password will serve asthe signature of the attorney filing the
documents. Attorneys must protect the security of their passwords and immediately notify the court if they learn that
their password has been compromised. Electronic filing isonly permissible in cases specifically approved by the Court.

Signature of Registrant Date

This Registration Form must be accompanied by a cover memorandum on officia law firm letterhead signed by the
registrant and addressed to:

Ms. Geri M. Smith,

Clerk, United States District Court

Attention: Electronic Filing System Registration
102 U.S. Courthouse

201 Superior Avenue, N.E.

Cleveland, OH 44114-1201

Once your registration is complete, you will receive notification by U.S. Mail asto your user id and password needed to
access the system. Procedures for using the system will be available for downloading when you access the system viathe
Internet. Y ou may contact the Electronic Filing Help Desk in the Clerk's Office at 1-800-355-8498 if you have any questions
concerning the registration process or the use of the electronic filing system.
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